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UNITED STATES DEPARTMENT OF AGRICULTURE Fra) 

AGRICULTURAL ADJUSTMENT ADMINISTRATION 9° - 
SOUTHERN DIVISION _ 


COUNTY OFFICE PROCEDURE FOR RETURNING 

U. S. TREASURY CHECKS TO THE DISBURSING 

OFFICE AND THE SUBMISSION OF CLAIMS AND 

ADJUSTMENT APPLICATIONS UNDER THE 1939 
PRICE: ADJUSTMENT PROGRAM 


SECTION I. RETURN OF U. S. TREASURY CHECKS TO DISHURSING OFFICE. 


A. Transmittal 


l. 


3, 


If for any reason aU. S, Treasury check forwarded 

to the treasurer of the county agricultural conser- 
vation association, (hereinafter referred to as 
association treasurer) for delivery cannot or should 
not be delivered, such check slould be promptly re- 
turned to the Regional Disbursing Office (hereinafter 
referred to as disbursing office) from which issued. 
In no. event may a Treasury check be retained in the 
County office for a period exceeding twenty-one days 
after receipt thereof from the disbursing office. 


Hach check returned to the disbursing office mast 

be accompanied by a separate letter of transmittal, 

a Copy of such letter being forwarded to the State 
office, The letter of transmittal: shall be ca. ~ 
for the. signature of the association treasurer wk 


shall set forth: / : oN 
(a) the number of the check, [fa 4 
(b) the name of the payee, Wee, “ 
(c) the amount for which the check is drawn, i af 
(d) the date of issuance, a / 
(e) the State and county code and serial number . “ 

of the application under which the check was 

drawn, * 


(f) the administrative number of the continuation 
sheet on which the check is listed, 
(g) the reason(s) for returning the check, 


Any forms or statements which are required to be 
prepared in any case hereinafter enumerated should 
accompany the copy of the letter of transmittal 
forwarded to the State office. 
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SECTION II. NAME OF PAYEE INCORRECTLY OR IMPROPERLY ENTERED ON CHECK 


A. Error in Application 


1. In cases where the name of the payee is incorrectly 
or improperly entered on the check as a result of 
an error in the application, an adjustment applica- 
tion and statement of explanation should be prepared 
in accordance withthe provisions of paragraph 2, 
subsection aa fee pee: IV, (page 3) hereof. 


B. Error in eave Office 


1. In cases where the name of the payee has been incor- 
rectly or improperly entered on the check because of 
an error in the State office, there should be for- 
warded to the State office a statement, in duplicate, 
Signed by the payee. of the.check and approved by the 
secretary of the county agricultural conservation 
association, (hereinafter referred to as association 
secretary) and by a member of the county agricultural 
conservation committee, (hereinafter. referred to as 
a county committeeman) , 1 solting forth the correct 
name of the payee and requesting cancellation of the 
original check and issuance of a check drawn payable 
to the order of the claimant. 


SECTION III. REFUSAL OF.PAYEE TO ACCEPT CHECK 
A. Notice To State Office Of Retum Of Check . 


l. Ree cases were: the payee of a Treasury check refuses 
to accept such check, the association treasurer should 
return the check to the disbursing office and should 
forward to the State office a statement, in duplicate, 
signed if possible by the payee of the check, setting 
forth the reason(s) given for refusal to accept the 
check, 


B. Request For Check | 


1. If the payee decides to make claim for the check aftor 
it has been returned to the disbursing office, he should 
submit a written request therefor to the county office of 
the county in which the application originated. Such re- 
quest should set forth the information required under 
paragraph 1, subsection B, of Section V, (page 5) hereof. 


if Adjustment applications on Forms ACP-90, "Application for Wheat Payment ~ 


1939 Price Adjustment Program", and the related statements of explana- 
tion need not be approved by the association secretary. 
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2. The association secretary or a county committeeman 
should certify that the person presenting the claim 
is entitled to the check and that his address is 
Correctly stated. The request should then be for- 
warded to the State office 


SECTION IV, ERROR IN AMOUNT OF CHECK 


A. Error In The Disbursing Office 


1. Whenever the amount of the check and the amount shown 
on the rel:ted continuation sheet do not agree, the 
check shall be returned to the disbursing office not- 
withstanding the fact that the check may bo drawn for 
an amount less than that due. No further action need 
be taken by the county office in cases of this nature 
as the error will be corrected by the disbursing of- 
fice. 


B. Amount Qf Check Is Less Than Amount Due 
1. Disposition of check. 


(a) In cases where a check is drawn for an amount 
less than the amount Guc, the check may be 
delivered to and negotiated by the payee 
if the error was caused by: 


(1) an incorrect application, or, 
(2) an error in computation or voucher- 
ing in the State office. 


The payee should be advised that receipt and 
negotiation of the check undsr the circum- 
stances outlined in this sub-paragraph (a) 
will not affect his right to claim the balance 
due. 


2. Error in application. 


(a) If the payee desires to claim the balance due 
in cases where the check was drawn for less 
than the amount due because of anerror in 
the application, such claim mist be made by 
the submission of an adjustment application 
signed by the person(s) af making the claim 
and setting forth the corrected basis for payment, 


2) The claims of two or more producers having an interest in an original 


application may be made on a single adjustment application. 


(b) 


ye 


The adjustment application must be 
executed in accordance with the re- 


quirements prescribed for the execution of 


original applications, The serial number of 
the adjustment application shall be the serial 
number of the original application followed 

by the abbreviation "Adj." Producers not 
affected by the claim need not sign the adjust- 
ment application. 


The adjustment application must be accompanied 
by a statement, in duplicate, signed by the 
producer(s) who signed the adjustment applica- 
tion, and approved by the association secretary 
and a county committeeman 1/ setting forth: 


(1) the nature of the error and how it 
occurred, 

(2) the administrative number appearing on 
the continuation sheet on which the 
original payment was vouchered, and 

(3) a request for payment of the balance 
due. 


3. Error in State office. 


(a) 


() 


If the payee desires to file claim for the bal- 
ance dus in cases where the amount of the check 
is less than that due by reason of an error in 
the State office, a request therefor in the form 
of a letter or statement should be forwarded 

to the State office. Such statement or letter 
should be signed by the applicant and approved 
by the associntion secretary and a county commit- 
teeman 1/, and should set forth: 


(1) the present address of the applicant, 
(2) the serial number of the application 
under which Claim is filed, 


(3) the administrative number of the con- 


timuation sheet on which the original 
payment was vouchered, and, 
(4) a request that the balance due be paid. 


Claims arising under this paragraph 3 should 
develop, insofar as possible, only after inquiry 
through the proper channels has clearly shown 
that there remains an amount due the applicant 
under the application. 


C. 


SECTION V. 


Ae 
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Amount Of Check Is In Excess Of That Due 


ee 


2. 


Error in peer yes 


(a) In cases where a check is drawn for an 
amount exceeding the amount due, an adjust- 
ment application and statement of explana- 
tion shall be prepared in accordance with 
the provisions of paragraph 2, subsection B, 
of this Section IV, (page 3 nedes ty 


Error in the State office. 


(a) In cases where a check is drawn for an amount 
exceeding the amount due, the association 
treasurer should advise the State office of 
the return of the check, and in addition should 
submit a statement, in duplicate, setting forth 
the circumstances of the case. The statement 
must be approved by a county committeeman but 
need not be signed by the claimant(s). 


ADDRESS OF PAYEE UNKNOWN 


Attempt To Locate Payee 


ae 
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Every effort should be made to locate the payee, by 
writing or meking inquiry of his friends, neighbors, 
the postmaster, or others who would likely be able 

to ascertain his new address, before the check is re- 
turned to the disbursing office within the prescribed © 
twenty-one day period. 


After the return of the check to the Seat es office, 
the county office shou lero rae its efforts to 
locate the Bar SR, 


Request For Check i 


¥ 


If the payee is located after the check has been re- 
urned to the disbursing office, he should submit 4 
written request therefor to the association secretary 
of the county in which the application originated. 
Such request should set forth: 


(a) the number of the check, 

{(b) the name of the payee, 

(c) the amount for which the check was drawn, 

(d) the date of Sseuanoe of the check, 

(e) the serial number of the application in 
respect of which the check was drawn, 


(f) a representation that the claimant is 
the person entitled to the check, and 
(g) the present mailing address of the payec. 


ee The association secretary or a county committee- 
man should certify that the person presenting 
the claim is entitled to the check and that his 
address is correctly stated, Tho request should 
then be forwarded to the State office, 


SECTION VI, TWO OR MORE CHECKS REPRESENTING THE SAME PAYMENT ARE 
ISSUED, ; : 


A, Disposition Of Check 


1, ‘The check(s) most recently received should be returned 
to the disbursing office whenever two or more checks 
representing the samo payment are received in the county 
office, The letter of transmittal should set forth: 


(a) the fact that two or more checks representing 
the same payment have been received, and 

(>) the numbor of the check originally recoived 
representing such payment. 


SECTION VII, CHECK DELIVERED CONTRARY TO THIS PROCEDURE 


A, Prior fo Negotiation Of Chock 


1. If, in any of the cases covered by Section II, Sec- 
tion IV, subsection C, and Section VI hereof, a check 
has been delivered but has not been negotiated: 


(a) the person in possession of the check should 
be instructed to return it to the association 
treasurer for return to the disbursing office, 
and 


(b) notice of the fact that the holder of the check 
has been instructed to returm it and the reason 
therefor should be forwarded to the State office 
by the association treasurer. 


ee If the person in possession of a check delivered con- 
trary to the instructions contained in Section II, 
Section IV, subsection C, or Section VI hereof, fails 
or refuses to return the check, such person should be 
requested to: 


(a) refund the exact emount of the check in 
cases under Sections II and VI, and 


(b) refund the amount of the excess payment 
in cases under Section IV, subsection 0. 


3. Ii such person fails or refuses to comply promptly 
with the request for refund, the procedure outlined 
in paragraph 4, subsection D, of this Section VII 
is applicable, 


Be Subsequent To Negotiation Of Check 


le If, after the happening of any of the cont ingencies 
covered by Section II, Section IV, subsection C0, 
and Section VI hereof, the check has been delivered 
and negotiated, the person receiving it should be. 
requested tos 


(a) refund the exact amount of the check in 
cases under Sections II and VI, and 


(b) refund the amount of the excess payment 
in cases under Section IV, subsection C, 


2. Refund should be in the form of a post office money 
order, certified check, bank draft, or cashier's check, 
made payable to the Treasurer of the United States, and 
should be forwarded to the State office accompanied by 
a statement by the association treasurer, in duplicate, 
setting forths s 


(a} the name of the person making the refund, 

(b) the serial number of the application with 
respect to which the refund is made, and 

(c) the administrative number of the continuc- 
tion sheet on which the original payment 
was vouchered. 


3. If the person to whom a check has been delivered con~ 
trary to the instructions conteined in Section. tt, 
Section TV, subsection 6, or Section VI heroof, fails 
or refuses to refund promptly the amount requested pur- 
suant to paragraph 1, subsection B, of this Section 
VII, his name will be placed on tho register of in- 
debtedness and no further payment made to him until 
the amount of the refund due has been collected, by 
off-set or otherwise. 
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C. Erroneous Delivery Of Treasury Check To Person Other Than 
Rightful Payee 


1. If a Treasury check is erroneously delivered to and 
negotiated by a person other than the rightful payee, 
the association treasurer should immediately request 
the disbursing office to stop payment thereon, Such 
request should set forth the information required in 
subparagraphs (a), (b), (c), and (a), of paragraph 1, 
subsection B, of Section V, (page 5) hereof. 


ee If payment on the check is stopped, the check should 
be delivered to the rightful payee as soon as it has 
been returned through the endorsers and redeemed by 
the person who erroneously negotiated it. The dis- 
bursing office should thon be advised to remove "stop 
payment" on the check. 


3. If the request for "stop payment" is not received by 
the Treasury Department prior to the time of accept- 
ance of the check for payment by the Treasury Depart- 
ment, or if for any other reason the erroneously 
delivered check is paid by the Treasury Department, 
the rightful payee of the check may file claim for 
the amount thereof by submission to the State office 
of a complete statement of the circumstances of the 
caso, The statoment must contain tho data required 
under peragraph 1, subsection B, of Section V, (page 
5) hereof, except that the claimant shall state that 
he has never recoived the original check nor the pro- 
ceeds thereof. 


D. Collections 


1. The association treasurer, association secretary, 
and county committee may adopt any reasonable course 
of action to collect the amount of the wrongfully 
negotiated check from the person to whom such check 
was erroneously delivered. Any amount collected shall 
be forwarded to the State office for credit to the 
appropriation charged, 


SECTION VIII, LOSS, THEFT, OR DESTRUCTION OF AU, S, TREASURY CHECK 
A, Notice To Disbursing Office 


1, Whenever any check is lost, stolen, or destroyed, the 
payee, or the association treasurer, if the loss, de- 
struction, or theft occurred while the check was held 
in the county office, should immediately notify the 
disbursing office over his signature and address, re- 


ee 


questing that paymént of the check be stopped and 


giving, if possible, the following information: 


(a) the number of the check, | 


(>) the amount for which the check was drawn, 

(c) the date of issuance of the check, and 

(d) the disbursing office symbol number under 
which the check was drawn. 


B, Recovery Of Original Check 


1. 


If the original check is recovered, the person who 
requested stoppage of payment should request re- 
moval thereof. Such check should not be negotiated 
until one week after such notice is mailed to the 
disbursing office. If a duplicate check is issued 
prior to the recovery of the original check, the 
original check should be returned to the disbursing 
office. This matter is within the exclusive juris- 
diction of the Treasury Department and every case 
thereunder must, without exception, be referred by 
the association treasurer directly to the disbursing 
office, 


SHCTION IX, ° PROCEDURE TO BE FOLLOWED IN DISPOSITION OF CLAIMS CASES 


ARISING UPON DEATH, DISAPPEARAJCH, OR INCOMPETENCE OF 
PAY EES 


AS ‘Form Of Claim 


i, 


Any claim for the proceeds of a check drawn payable 
to the order of a payee who is deceased or incompe~ 
tent, or who has disappeared, shall be filed on Form 
AGP-103, "Application For Payment Of Amounts Due 
Producers Who Have Died, Disappeared, Or Have Been 
Declared Incompetent", 


(a) General 


(1) <Any pereon who is entitled under the 
regulations set forth in Section 9 of 
P-1, "Regulations Pertaining to the 
1939 Price Adjustment Payment Program for 
Producers Of Wheat, Cotton, Corn (In The 
Commercial Corn Producing Area), Rice And 
Tobacco", (hereinafter referred to as 
"regulations"), to all or a share of the 
proceeds of a check drawn payable to the 
order of a payee who is deceased or incom= 
petent, or who has disappeared, shall be 
allowed to file a claim, except: 


~ 10- 


@. where the payee is incompetent or 
has disappeared, claim by. a person 
in the highest class of preference 
under the regulations shall pre- 
clude claims by any otier porsok of the 
same class of preference, Note 
that this exception is not appli- 


cable to cases where the payee is 


deceased. 


(2) Claims for the proceeds of checks drawn pay- 
able to the order of a payee who is deceased 
or incompetent, or who has disappeared, may 
be filed on a single Form ACP-103 if the checks 
for which claim is filed were issued under 
applications on Forms ACF-90, ACP-96, or ACP- 
‘98, covering a form or farms located in the 
sane county. ; 


(3) Claim may be made by the trustee of all or 
some of the persons entitled to share in 
the proceeds of the payment. Form AAA-378 
may be used in this connection provided the 
form is amended ty inserting after the word 
"deceased" in the second line of the first 
paragraph the following words: "who are 
entitled to share in the peyment(s) in ree 
spect of which this document is executed," 


(4) Form ACP-103 shall be executed in triplicate. 


(5) All entries on Form ACP-103 other than signa- 
tures shall be typed or printed in indelible 
pencil, 


(6) The instructions printed on the reverse side 
of the form should be carefully read by the 
claimant(s) and by the county committee. 


(7) Form ACP-103 need not be attested to by a 
notary public. 


(8) Payments will be made without regard to claims 
of creditors. No information coneerning debts 
of the payee's estate need be shown, 


(9) The State and county code numbers shall be en- 
tered in the upper right corner of Forms ACP- 
103 in the space provided. Immediately below 
the State and county code numbers enter the 
name of the county. 


ce 


= 
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_(b) Paragraph 1 
(1). Enter the name of the payee and the word(s) 
"died", "disappeared", or ‘was declared 
incompetent", whichever is applicable, fol- 
lowed by the date of death, or declaration 
of incompetency, or the approximate date of 
Gi sappearance, 


(2) If the claim is based on the laws of the 
State of domicile of a deceased or incom- 
petent payee, and not on the regulations, 3/ 
there shall be ontored on the form at the 
end of paragraph 1 the name of the State 
in which the deceased or incompetent payoe 
Was domiciled at the time of his death or 
adjudication of incompetence, 


(3) Enter in the applicable spaces: 


Ae 


a 


d. 


the form number(s) of the applica- 
tion form(s) and the serial number(s) 
of the application(s) under which the 
check(s) for which claim is being 
made was issued, 


the check number(s) which appear in 
the upper right corner of the 
check(s) or in the last column of 
the related continuation sheet(s), 


the disbursing office symbol number, 


which appears in the lowar right 
corner of the check(s), 


the amount of each check listed. 


(c) Paragraph 2, 


(1) Enter in the applicable spaces: 


Qe 


the name&)of the person(s) entitled 
under the regulations to share in 

the payment(s), regardless of whether 
such person(s) are applying for pay- 
ment(s). 


3/ If there are no relatives of a deceased or incompetent payee coming 


within the classifications provided in the regulations, the rights 
of the payco's noxt of kin in respect of the payment are governed 
by the laws of tho State of domicile of tho decedent, 


= Pew 


bd. the mailing address(es) of such per- 
son(s) entitled to share in the payment(s). 


c. the relationship of such person(s) to 

the payee. If claim is made by an ad- 
ministrator, executor, guardian, committee, 
conservator, etc., the legal capacity 

of the claimant shall be entered as the 
relationship to the payee. 


(d) Paragraph 3. 


(1) If any person(s) entitled under the regulations 
to share in the proceeds of the payment(s) is a 
minor or is incompetent, enter the name(s) of © 
such person(s), the nature of the disability 
and the name, mailing address, and capacity of 
the legal or natural guardian(s), committee(s), 
or conservator(s) or such person(s), in the 
applicable spaces. 


(e) Paragraph 4. 


(1) The signature(s) of the claimant(s) shall be 
entered in the space(s) provided and shall be 
in ink or indelitie percil. A witness is re- 
Quired only when the claimant(s) signs by mark 
or in other than inglish script. Witnesses 
must sign in English script. Any claimant act~- 
ing in a representative or fiduciary capacity 
Shall indicate that capacity after his signa- 
ture. The signatures) of the claimands) mst ap- 
pear on the original and the carbon impressions 
on both copies must be legible. 


(2) Signatures must be affixed in accordance with 
‘the instructions set forth in ACP-16, "In- 
structions on Signatures and Authorizations". 


B. Certificate of County Committee 


l. 


If the county committee determines that the claimant(s) 
has the necessary authority to act in the capacity in 
which he has claimed, it shall authorize one of its 
members to affix his signature in the space provided in 
Part II, "Certificate of County Committee", The com- 


mitteeman who Signs the certificate shall also enter the 
date of his signature, 


If claim is made by a person acting in a representative 
or fiduciary capacity, and if the county committee does 
not have knowledge of the Claimant's authority to act in 
that capacity, the claimant shall be required to present 


—— 


okt tae 


evidence thereof to the committee in accordance 
with the provisions of ACP-16. No written evidence 
need be attached to the Form ACP-103 when it is 
forwarded to the State office.4 


3. If the claim is based on disappearance of the payee, 
there must be submitted to the county committee the 
affidavits of the claimant and of a disinterested 
person who was well acquainted with the payee who 
has disappeared, setting forth: 


(a) that the payee has been missing for a period 
of more than three months, 


(bo) that a diligent search has failed to reveal 
his whereabouts, and 


(c) that the payee has not communicated during 
such period with persons who would be expected 
to have heard from him. 


C. Additional Certifications 


1. Where claim is filed by an emancipated minor, i. e., 
a minor who by legal process has caused his disability 
to be removed, such emancipated minor must submit a 
statement to the following effect: "I, John Doe, 
hereby certify that my disability as a minor was re- 
moved by legal process on July 7, 1939," 


D. Disposition of Forms ACP-103 and Related Papers 


1. The original and first copy of Forms ACP-103 shall be 
securely attached to any additional certifications re- 
quired under subsection C of this Section IX and the 
file transmitted to the State office, The remaining 
Copy shall be retained in the files of the county of- 
fice, The copy of the letter required under paragraph 2, 
Subsection A, of Section I, (page 1) hereof, shall be 
included in the transmittal if such copy has not pre- 
viously been forwarded. 


E. Notice of Disallowance 


1. If any claim is disallowed, the claimant(s) will be 
advised by the State office of such disallowance and 
of the reason(s) therefor. A copy of the notice of 
disallowance will be forwarded to the county office. 


4/ Additional certifications required under subsection C of this Section 
IX must be attached to the related Form ACP-103. 


buseoroontnie te ime 
; Sat Sage ame secnaier ne 


Lat bade cleus. mesa! . 
WA geese ae Oi 3 ” SHO 


nae le Bes poeta 


ed oe 


: ae iien Baas aE. Bh oe nd ‘“ 
Pitatay cust ord dato? wae 


it ? 
Sua oh 


may ins dea 
tom —_ ip 


